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1 Document Overview  

1.1 Document Purpose 

This document serves the purpose of providing instructions on the usage of the Georgia CDPHE Online Permitting 
& Reporting Services System (CEOS).  The documentation has been divided into two major sections: 

¶ Overview of business process 

¶ Detailed instructions on independent modules  

 

1.2 Definitions, Acronyms, and Abbreviations 

This subsection provides the definitions of all terms, acronyms, and abbreviations required to properly interpret 
the System Design Document. 

 

 

1.3 Prerequisites 
 

Requirement Impact on Project 

Internet Connection Necessary for connecting to the CEOS Submittal Site 

Internet Explorer (version 7.0 or above) Optimal for capitalizing on the features of the CEOS System 

PDF file viewer View any system-generated reports in PDF format 

Term Definition 

CEOS Colorado Environmental Online Services 

WQCD Water Quality Control Division 

APCD Air Pollution Control Division 

FIS Facility Identification System 

CBR Clean Water Benefits Reporting System 

RO Responsible Official 

ESA Electronic Signature Agreement 

HAP Hazardous Air Pollutants 
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2 Overview of Business Processes in CEOS  
This section provides a high level overview of the business processes supported by CEOS similar to use case 
descriptions as a table. 

2.1 Accounts and Security Management 

This section details the various processes in creating and managing accounts in CEOS. 

2.1.1 Public Account Creation 

The diagram below outlines the steps necessary to create and activate an account. 
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2.1.2 CDPHE Agency Account Creation     

 

 

2.2 Submittal and Permit Management 

The below diagram displays a high level description of how submittals are processed utilizing the CEOS system for 
both the Air and Water Branch.   
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2.3 Performance Metrics Management 

CEOS provides several management tools to track performance metric for CDPHE management, which include:  

¶ Dashboard Summary: to track branch wide submittal review status, as well as work task status of each 
staff  (Please refer to Section 3) 

¶ Summary Reports: which include Submittals Processed Report, Intermediate Milestones Report, Pending 
Submittals Report, and Inspection Status Report (Please refer to Section 0) 

¶ Work Tasks Management Tool: using Calendar View and Grid View to intuitively track the progress of each 
work task. (Please refer to Section 9) 

These tools will be described in the later sections of this guide. 

3 Web Part 
The home screen of CEOS, also known as the dashboard, contains several elements customized to display to the 
user a general overview of current activities associated to them.  

¶ Submittals/ Request Summary 

¶ My Task 

¶ Message Center 

¶ My Queries 

 

 

3.1 Submittal Summary 

1
The submittal, permit, and reporting summary of the dashboard display several breakdown analyses of the 

ǎȅǎǘŜƳ ŀŎǘƛǾƛǘƛŜǎΦ Lƴ ǘƘŜ ΨSubmittal {ǳƳƳŀǊȅΩ the user can view the number of submittal that has been submitted 
alongside those that need attention, approved, amended, revised, withdrawn, or denied/failed in the CEOS system.  
The user can view the items that have been categorized by clicking on the number of submittals in that category.  
¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǘƘŜ ǳǎŜǊ ǘƻ ΨSubmittal wŜǾƛŜǿΩ ǎŜŎǘƛƻƴ ƻŦ CEOS, displaying only those submittals that belonged to the 
specified category. 
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3.2 My Tasks 

2
¢ƘŜ Ψaȅ ¢ŀǎƪΩ ŦŜŀǘǳǊŜ ƛǎ ŀ ǳǎŜŦǳƭ ŦŜŀǘǳǊŜ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ƛƳǇƭŜƳŜƴǘŜŘ ǎƻ ǘƘŀǘ ǘƘŜ ǳǎŜǊ Ŏŀƴ ǎŜŜ ǿƘŀǘ ǘŀǎƪǎ 

have been assigned to them.  The list is ordered by ǘƘŜ Ψ5ǳŜ 5ŀǘŜΩ ŘŜǎŎŜƴŘƛƴƎ ǎƻ ǘƘŀǘ ǘƘŜ ŀŎǘƛǾƛǘƛŜǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ 
ƻǾŜǊŘǳŜ ǘƘŜ ƭƻƴƎŜǎǘ ǘŀƪŜ ǇǊƛƻǊƛǘȅ ƛƴ ǘƘŜ ǾƛŜǿΦ  /ǳǊǊŜƴǘƭȅ Ψaȅ ¢ŀǎƪǎΩ Ƙŀǎ ōŜŜƴ ŎƻƴŦƛƎǳǊŜŘ ǘƻ ƻƴƭȅ ǎƘƻǿ ǎŎƘŜŘǳƭŜŘ 
submittal statuses. 

3
CEOS provides additional visibility tools for users in multiple groups and/or who manages other users.  The 

ŦƛƭǘŜǊ ǘƻƻƭ ŀōƻǾŜ Ψaȅ ¢ŀǎƪΩ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ǾƛŜǿ ǘŀǎƪǎ ŦƻǊ ǘƘŜƛǊ ŀǎǎƻŎƛŀǘŜŘ ƎǊƻǳǇǎ ƻǊ ōȅ ƛƴŘƛǾƛŘǳŀƭǎΦ 

 

3.3 Message Center 

4
¢ƘŜ ΨaŜǎǎŀƎŜ /ŜƴǘŜǊΩ notifies the user of any sort of communication that requires attention.  By clicking on 

the notification, it will bring the user to the section where the message is displayed.   

 

3.4 My Queries 

5
Ψaȅ vǳŜǊƛŜǎΩ ƛǎ ǾŜǊǎŀǘƛƭŜ ƛƴ ƛǘǎ ŀǇǇǊƻŀŎƘ ǘo provide information to the user.  The details of these queries are 

ŎƻƴŦƛƎǳǊŜŘ ǳƴŘŜǊ ΨwŜǇƻǊǘ -> Query -Ҕ aȅ vǳŜǊƛŜǎΩΦ  ¢Ƙƛǎ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ŎǳǎǘƻƳƛȊŜ ǘƘŜƛǊ ǊŜǎǳƭǘǎ ǿƛǘƘ ǇǊŜŎƛǎƛƻƴΦ  
Unless the user is extremely familiar with the database structure, modification of these queries is not advised.   

3.4.1 System Default Queries 

Currently CEOS is able to pre-
configure queries based on 
requirements. The pre-configured 
queries will be shown on every 
agency user account. 

 

 

 

 

 

 

 

 

 

 

 

3.4.2 Self-Created Queries 

The self-created query requires an in-depth knowledge of the current database structure in order for this tool to 
be useful.  For example, if the current search filters did not contain a filter option, then a query could be created to 
compensate.  In the example below, the query will return all the addresses in the database filtered by the city 
named Ψ!ǘƭŀƴǘŀΩΦ  
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Query Statement 

 
Query Result 

 

4 Account and Security Management 
This section contains details on not only how to manage the personal account but also details on managing other 
system users and public accounts. 

 

4.1 Manage ñMy Accountò 

Lƴ Ψaȅ !ŎŎƻǳƴǘΩ ǘƘŜ ǳǎŜǊ Ŏŀƴ ƳƻŘƛŦȅ ǘƘŜƛǊ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ  {ƛǘǳŀǘƛƻƴǎ ǿƘŜǊŜ ŀ ǳǎŜǊ ƳƛƎƘǘ ƴŜŜŘ ǘƻ ŎƘŀƴƎŜ 
their information could be if the user changed their e-mail or telephone number.  Having a valid current e-mail 
address is extremely important for using CEOS in situations where the user password needs to be reset, the user 
wants to receive e-mail notifications when they are assigned a new task, and etc.  Additionally, in this section, the 
user can change their password.  If the user desires, the user can upload a digital signature that can be used when 
sending out e-mails generated by the system. 
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My Account Information Page 

 
My Account Change Password Section 

 
My Account Digital Signature Upload 

4.2 Manage System Users 

From time to time, agency users will need to manage the account settings of both agency users.  This module is 
only opened for managers.  Cases where a user will need to access this section would be adding a new user or 
deleting a user from their group.  ¢ƻ ƳŀƴŀƎŜ ǎȅǎǘŜƳ ǳǎŜǊǎΣ ƴŀǾƛƎŀǘŜ ǘƻ Ψ{ȅǎǘŜƳ {ŜǘǘƛƴƎǎ -Ҕ {ȅǎǘŜƳ ¦ǎŜǊǎΩΦ  ¢Ƙƛǎ 
feature will only be available to those with certain access levels.   
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System User Menu 

In the above Search Screen, the administrator can search for a system user based on the search filter criteria.  The 
search can be conducted by using the following fields: 

 

¶ User Name: Indicate the system user account name 

¶ First Name: User given name 

¶ Last Name: User family name 

¶ E-Mail: Email address 

¶ User Account Accepted: Yes. No, or All 

¶ Account Status: Choose a status for your account: Active, Inactive or All 

¶ Security Group: Group in which user is associated with (i.e. Grants and Loans Unit) 
 
A User can also sort the search results by simply clicking the corresponding label. (For example, click First Name 
label to sort the results in ascending/descending order). 
 
 

 

 

4.2.1 Viewing User Information 

 

 
System User Grid View 
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In the above Search Results screen, the administrator can view any User Information by simply clicking the View / 

Edit ( ) button.   In the User Information screen, the administrator can navigate through the different sections 
for making updates, if required. 

4.2.1.1 General Information 

 
System User Detailed Information 

 
 
In the above General Informatƛƻƴ ǎŎǊŜŜƴΣ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ŏŀƴ ǳǇŘŀǘŜ ƻǊ ŎƘŀƴƎŜ ŀƴ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘǊƻǳƎƘ 
the following fields; First Name, Last Name, Employer, Job Title, Address Line 1, Address Line 2, City, State, Zip, 
Country, Phone Number, Extension, Mobile Number, and Email. 
 

4.2.1.2 User Account Information 

 

 
System User Account Activation 

 
 
In the above User Account Information screen, the administrator can select the status of User Status to either 
active or inactive from the drop down list. .ȅ ǎŜǘǘƛƴƎ ǘƘŜ ǳǎŜǊ ǘƻ ΨLƴŀŎǘƛǾŜΩΣ ǘƘŜ user can no longer access the CEOS 
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system. The administrator can also change the status of Account Approval Status to either Yes or No from the drop 
down list.  If needed, the system provides a field to input notes about the user account. 
 

4.2.1.3 Security Groups 

 
Group Association Under System User Settings 

 
In the above Security Groups screen, administrators can associate groups with a particular user by clicking the 

 button. At any point in time, the administrator can delete the group from the existing 

Groups by simply clicking the delete ( ) button of the corresponding Group.  The security group feature is 
extremely important due to the fact that the CEOS system relies heavily on the grouping to assign key tasks and to 
provide visibility. 

 
 

4.2.1.4 System Roles 
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Role and Group Association 

 
In the above System Roles screen, an administrator can assign any System role to Groups by selecting the 
corresponding checkbox. Before assigning, the Role must be active by selecting the checkbox in the first column. 
 
By associating the group to the role, that user now has the role access level within the associated group. 
 

4.2.2 Creating New Agency User 

To create a new agency user, click the  button on the agency user home page (System Setting -> 
Agency Users). In the New User Information screen, enter the necessary information in the following sections and 

clicks the  button to save the information of newly added user.  
 

 
 

New System User Registration 
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In addition, the user can designate the username and associate the user to a security group.  In order to have the 
user account acknowledged, set the user status to active. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

New System User Account Activation 
 

4.3 Manage Public Users 

By clicking System Setting -> Public Users, an admin user can open a search page with all currently existing public 
users displayed in the results grid-view by default. 
 

 

 
Public User Account Grid View 

 
In the above Search Screen, the administrator can search for a public user based on the search filter criteria. The 
administrator can search by using the following fields: 

 

¶ User Name: Indicate the system user account name 

¶ First Name: User given name 

¶ Last Name: User family name  

¶ Account Status: Choose a status for your account: Active or Inactive 

¶ Email: Email address  
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The administrator can also sort the search results by clicking the corresponding label. (For example, click First 
Name label to sort the results in ascending/descending order). 

 

4.3.1 Viewing User Information 

  

 
Public User Account Management Tool 

 
In the above Search Results screen, the administrator can view any User Information by clicking the View / Edit 

( ) button.  In the User Information screen, administrators can navigate through the different tabs to make any 
necessary updates.  In addition, administrators can perform the following actions: 

a. /ƭƛŎƪ /ƘŀƴƎŜ {ǘŀǘǳǎ άέ ƛŎƻƴ ǘƻ ŎƘŀƴƎŜ ǇǳōƭƛŎ ǳǎŜǊΩǎ ǎǘŀǘǳǎΦ 

b. /ƭƛŎƪ wŜǎŜǘ tŀǎǎǿƻǊŘ άέ ƛŎƻƴ ǘƻ ǊŜǎŜǘ ǇǳōƭƛŎ ǳǎŜǊΩǎ ƭƻƎƛƴ ǇŀǎǎǿƻǊŘΦ 

c. /ƭƛŎƪ wŜǎŜǘ tLb άέ ƛŎƻƴ ǘƻ ǊŜǎŜǘ ǇǳōƭƛŎ ǳǎŜǊΩǎ tLbΦ 

 

4.3.1.1 General Information 

 
Public Account Detail Menu 

 

When the View / Edit ( ) button is clicked for the user, the administrator can update or change the public user 
information through the following fields; First Name, Last Name, User Name, Status, Company, Job Title, Primary 
Phone Number, Extension, Mobile Phone Number, Fax Number, Email, Address Line 1, Address Line 2, City, 
Country, State, and Zip. 
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4.3.1.2 Address Information 

 

 
Public Account Information 

 
In the above screenshot, the administrator can update or change the public user address information through the 
following fields; Address Line 1, Address Line 2, City, country, State, and Zip.  

 

4.3.2 Change Userôs Account Type and Account Association 

This section describes in detail on how to manage public user accounts so that public users can function 
properly on the Public Portal. 

 

4.3.2.1 Change Userôs Role 

 

²ƛǘƘƛƴ ǘƘŜ ǇǳōƭƛŎ ǳǎŜǊ ǇǊƻŦƛƭŜΣ ƭƛŜǎ ǘƘŜ ΨaŀƴŀƎŜ !ŎŎƻǳƴǘ ¢ȅǇŜΩ ǎǳō ƳŜƴǳΦ  Lƴ ǘƘƛǎ ƳŜƴǳΣ ǘƘŜ ǳǎŜǊ Ƙŀǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ 
ŎƻƴŦƛƎǳǊŜ ǘƘŜ ŀŎŎƻǳƴǘ ǘȅǇŜ ƻŦ ŀ ǇǳōƭƛŎ ǳǎŜǊΦ  ¢ƘŜ ǳǎŜǊ Ŏŀƴ ǎŜƭŜŎǘ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘŜ ǳǎŜǊ ƛǎ ŀ ΨtǊŜǇŀǊŜǊΩ ƻr a 
ΨwŜǎǇƻƴǎƛōƭŜ hŦŦƛŎƛŀƭΩΦ  LŦ ǘƘŜ ǳǎŜǊ ǿŀǎ ǎŜƭŜŎǘŜŘ ŀǎ ŀ ΨtǊŜǇŀǊŜǊΩΣ ǘƘŜ ΨwŜǎǇƻƴǎƛōƭŜ hŦŦƛŎƛŀƭΩ ǿƻǳƭŘ ŀǎǎƻŎƛŀǘŜ ǘƘŜ 
ΨtǊŜǇŀǊŜǊΩ Ǿƛŀ ǘƘŜ tǳōƭƛŎ tƻǊǘŀƭΦ  Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ǇǳōƭƛŎ ǳǎŜǊ ǊƻƭŜΣ ǘƘŜ ǘȅǇŜ ƻŦ submittal ǘƘŜ ΨwŜǎǇƻƴǎƛōƭŜ 
hŦŦƛŎƛŀƭΩ Ŏŀƴ ǳǘƛlize can also be selected.   

 

 
Public Account and Facility Association 
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4.3.2.2 Inactivate / Activate Associated Facility 

In order to activate an associated facility for a public user account, click on the icon. This will prompt a menu 
for the user to either switŎƘ ǘƘŜ ŀŎŎƻǳƴǘ ǘƻ Ψ!ŎǘƛǾŜΩΣ ΨLƴŀŎǘƛǾŜΩΣ ƻǊ ΨtŜƴŘƛƴƎΩΦ  LŦ ǘƘŜ ǎǘŀǘǳǎ ƛǎ ǎŜǘ ǘƻ Ψ!ŎǘƛǾŜΩΣ ǘƘŜ 
public user will be able to then create and submit submittal that was selected for that particular facility.  If the 
ǎǘŀǘǳǎ ƛǎ ǎŜǘ ǘƻ ΨLƴŀŎǘƛǾŜΩ ƻǊ ΨtŜƴŘƛƴƎΩΣ ǘƘŜ public user can still see the status but will not have any rights to that 
facility. 

 

 

 

.ŜǎƛŘŜǎ ōŜƛƴƎ ŀōƭŜ ǘƻ ƳŀƴŀƎŜ ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ ŦŀŎƛƭƛǘȅΣ ǘƘŜ ŀƎŜƴŎȅ Ŏŀƴ ŀƭǎƻ ǎŜŜ ǿƘƛŎƘ ΨwŜǎǇƻƴǎƛōƭŜ hŦŦƛŎƛŀƭΩ ŀ 
ΨtǊŜǇŀǊŜǊΩ ƛǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘΦ  ¢ƘŜ ΨaŀƴŀƎŜ !ŎŎƻǳƴǘ !ǎǎƻŎƛŀǘƛƻƴΩ ǘŀō ǿƛǘƘƛƴ ΨaŀƴŀƎŜ tǳōƭƛŎ ¦ǎŜǊΩ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ 
view.  CEOS ƛǎ ŎǳǊǊŜƴǘƭȅ ŎƻƴŦƛƎǳǊŜŘ ǎƻ ǘƘŀǘ ŀ ΨwŜǎǇƻƴǎƛōƭŜ hŦŦƛŎƛŀƭΩ Ŏŀƴ ōŜ ŀ ΨtǊŜǇŀǊŜǊΩ ŦƻǊ ŀƴƻǘƘŜǊ ΨwŜǎǇƻƴǎƛōƭŜ 
hŦŦƛŎƛŀƭΩΦ 

 
Public Account Association View 

 

4.3.2.3 Issue / Reset PIN 

CƻǊ ƴŜǿ ΨwŜǎǇƻƴǎƛōƭŜ hŦŦƛŎƛŀƭΩΣ ƻƴŎŜ ǘƘŜƛǊ ŀŎŎƻǳƴǘ ƛǎ ǎŜǘ ǳǇΣ ǘƘŜȅ ǿƛƭƭ ƴŜŜŘ ŀ tLb ƛǎǎǳŜŘ ƛƴ ƻǊŘŜǊ ǘƻ ǎǳōƳƛǘ 
submittalǎΦ  Lƴ ǘƘƛǎ ƳƻŘǳƭŜΣ ǘƘŜ ǳǎŜǊ ǿƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƛƳŀƎŜ ōŜƭƻǿ ǘƻ ΨLǎǎǳŜΩ ŀ tLb ǘƻ ǘƘŜ ǇǳōƭƛŎ ǳǎŜǊ ǎŜƭŜŎǘŜŘΦ  
The PIN will be sent in a form of an e-mail to the selected public user.  
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Issue Pin Button 

 

4.3.2.4 Reset Password 

In certain cases a user might need their password reset.  Through this module, the user can reset a public users 
ǇŀǎǎǿƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨƭƻŎƪΩ ōǳǘǘƻƴ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ōŜƭƻǿ ƛƳŀƎŜΦ 

 

 

 

 

 

Reset Password Button 

 

4.3.3 Creating New Public User 

An administrator also has the ability to add a new user by simply clicking the  button. In the New 
User Information screen, a user can enter the necessary information in the following sections and clicks the 

 button to save the information of newly added user.  
 
!ŦǘŜǊ ǎŀǾƛƴƎ ǘƘŜ ǳǎŜǊ ƛƴŦƻΣ ŀ ƳŜǎǎŀƎŜ ƻƴ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ά{ŀǾŜ {ǳŎŎŜǎǎŦǳƭƭȅέ ǘƻ ƴƻǘƛŦȅ ǘƘŀǘ ǘƘŜ 
user account has been created.   
 
The newly created user will then receive an e-mail with new password.  They will have to log into the Public 
Account using the information to reset his/her password, pin, and security questions. 
 

5 Submittal and Issuance Management 
In this section, the features associated with the work flow and the actual work flow of the submittal process will be 
detailed.  In the next part of this section, this document will discuss how to manage permits once CEOS has the 
permit issued.   
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5.1 Overview of Submittal Review Features 

The submittal review features provides the agency several tools to assist in the submittal review process.  The 
submittal features allows the user to see the work activity done per submittal.  The user can also view the 
submittal and its issuance.  The section can be broken down into several parts: 

¶ Submittal List 

¶ Summary of Review Status  

¶ Submission Info 

¶ Work Activities 

¶ Final Decision 

¶ Issuance 

¶ Correspondence  

¶ Email History 

5.1.1 Submittal List 

When a public user submits a submittal, the submittal ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ΨSubmittal wŜǾƛŜǿΩ ƳƻŘǳƭŜ ƻŦ ǘƘŜ 
ΨSubmittalΩ ǎŜŎǘƛƻƴΦ  CǊƻƳ ǘƘƛǎ ƳƻŘǳƭŜΣ ǘƘŜ ǳǎŜǊ ƛǎ ƎƛǾŜƴ ƳǳƭǘƛǇƭŜ ǎŜŀǊŎƘ ŦǳƴŎǘƛƻƴǎ ǊŀƴƎƛƴƎ ŦǊƻƳ ΨSubmittal L5Ω ǘƻ 
ΨCŀŎƛƭƛǘȅ bŀƳŜΩΦ  .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨCŀŎƛƭƛǘȅΩΣ ǘƘŜ submittals will sort by ascending or descending order.  By clicking on 
ΨSubmittal LƴŦƻΩΣ ǘƘŜ submittals will sort by submittal ID in ascending or descending order.   

 
 

Submittal List 

 

5.1.2 Summary of Review Status  

¢ƘŜ ΨwŜǾƛŜǿ {ǘŀǘǳǎΩ ŎǳǊǊŜƴǘƭȅ ŘƛǎǇƭŀȅǎ ǘƘŜ ŎǳǊǊŜƴǘ ǎŎƘŜŘǳƭŜŘ ǘŀǎƪΦ  LŦ ǘƘŜ submittal is complete, it will display 
Ψ/ƻƳǇƭŜǘŜΩ ŀƴŘ ƛŦ ǘƘŜ submittal is withdrŀǿƴΣ ƛǘ ǿƛƭƭ ŘƛǎǇƭŀȅ Ψ²ƛǘƘŘǊŀǿΩΦ 

 






























































